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Query Terminology 
 

This lesson defines basic query terminology. Query terminology is essential to understanding 

Query and its functionality. This lesson also explains how to navigate to the Query tool. 

 

 

Term Definition 

Query 
Query gives users the ability to produce a report of information from the HRIS 

database.  

Database 

A database is a collection of related data. HRIS is a database that contains 

demographic and payroll information for former and current Northwestern 

employees.  

Record/Table 

Within any database, data is organized into groupings called Records/Tables. 

The records/tables are the building blocks of the database. Each record contains 

related information.  

 

Examples of HRIS records include: 

- Employee information 

- Department Numbers and Names 

- Location Codes 

 

Please Note: The terms records and tables are used interchangeably. 

Fields 

Fields are the separate pieces of information contained within a record. Fields 

are also the column headings of an Excel Spreadsheet.  

 

Some examples include: Name, Employee ID, Department Name, Email 

Address, etc. 

Criteria  

Criteria  are used to filter data from the HRIS database. Criteria helps to extract 

the specific information you would like to pull from the HRIS database.  A 

criterion can include and/or exclude data. 

 

For an example you can specify a criterion to bring back data for a specific 

department number. This includes data for the desired department number and 

excludes all the rest. 

Public vs.  

Private 

Queries 

 

When a user saves a query they choose to save their query as either public or 

private. 

 

- Public can be seen by others 

- Private will only be seen by the person who created the query 

 

We have Public Queries created that users are more than welcome to use. If you 

do use public query you are REQUIRED to rename and save under your name.  

 

* A list of the public queries can be found on the HRIS website. 
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Term Definition 

HRIS Naming 

Conventions 

We ask users to use HRIS Naming Conventions when saving a query.  

 

Save your query as follows: Your Initials_Description of the Query 

Example: EE_email_addresses 

 

* Use a underscore instead of a space 

Distinct 

Feature 

Use the Distinct feature when creating/modifying a query. By selecting 

distinct, duplicate rows of output will be prevented from being created. Each 

row will have at least one unique feature.  

Reporting 

Database 

Always use the HRIS Reporting Database.  

 

There are two databases in HRIS; Production and Reporting. When running or 

creating queries, always use the Reporting database. Reporting is an exact 

copy of Production that is updated nightly.  

 

Production is used for running payrolls. Running a query in Production can 

have a negative impact on those processes running in Production.  

 

*The HRIS URL is http://hrweb.itcs.northwestern.edu/index.html 

Query Tools:  
 

There are three different tools to use depending on oneôs access; Query Manager, Query Viewer 

and Schedule Query. 

 

Á Query Manager is used by the majority of query users. Query Manager allows users the 

ability to create and edit queries.  

 

Á Query Viewer is used by individuals who have run-only access to query. Query Viewer 

users can not create or edit queries, nor delete or rename queries. 

 

Á Query Scheduler is a tool given to both Query Manager and Query Viewer users. This 

tool allows a user to schedule queries to run at appointed times. 
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Navigate to Query Manager: 
 

Step Action 

1.  Sign into the REPT database.   

The HRIS URL is http://hrweb.itcs.northwestern.edu/index.html 

2.   Using the Navigation Path, click the Reporting Tools link. 

 

3.   Click the Query link. 

 

4.   Click the Query Manager link. 

 

5.   This is the Query Manager Home Page. Users can either search for an existing 

query or create a new query from this page.  
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Search for an Existing Query 
 

Users are able to search for existing queries a variety of ways. Users may utilize either the basic 

or the advanced search. When using the advanced search, users have the ability to change the 

search operators and have the ability to search for queries using up to six different search 

categories. 

 

Step Action 

1.   This is the Basic Search for Query. The Search By defaults to ñQuery Nameò and 

ñbegins withò search operator.  

2.  Notice that the My Favorite Queries list is displayed below the Search By fields. 

This allows users to easily access frequently used queries without spending time 

searching for them. 

 

 

 
 

Step Action 

3.   Type the query name into the Search By field. When using the Begins With 

search operator, users may simply enter the beginning part of the query name.  

4.   
Click the Search button.   
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Step Action 

5.   Any queries that match the search string will display below the Search Results.  

6.  Following the HRIS naming conventions, users should find all their query names 

begin with their initials. 

7.   All private queries will always be organized and appear alphabetically by Query 

Name at the top of the Search Results.  

8.  The public queries will appear after the private queries. The public queries are 

also organized alphabetically by Query Name. 
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Using the Advanced Search: 

 

Step Action 

9.   There are eight search categories available to users. Click the Advanced 

Search link to use the advanced search.  

10.   The ñBegins Withò search operator defaults in for each search category. 

11.   To change a search operator, click the dropdown and view the choices. Mostly 

likely, users will utilize ñcontainsò, ñbegins withò and ñequal toò operators the 

most.  

 

Use ñcontainsò if you want to search by a word that is contained with a query 

name. Use the ñequal toò search operator if you want to match the query name 

exactly. 

 

 

Advanced Searches Summary: 

 

Searching by Query Name and Description  are fairly self-explanatory. Most likely, users will 

use the Query Name search field most frequently.  

 

Uses Record Name means that a user can search for queries using a particular record (table).  

 

Uses Field Name means that a user can search for queries containing a particular field.  

 

Folder Name allows a user to search for queries within a particular customized folder and 

Owner allows a user to search for public or private queries.  

 

NU users will not use the search fields; Access Group Name and Query Type. 
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Run an Existing Query 
 

Users have the ability to run a query into an Excel and/or CSV text file report.  

 

Step Action 

1.   Enter the query name (or part of the query name) you would like to run into an 

output report.  

2.   
Click the Search button.    

3.   This query was created to pull monthly-paid active staff.  The listing includes 

name, emplid, paygroup and email address.  

 

Please Note:  The query results will only contain those employees that a user has 

access to view.  

4.  Users may run the query into html window. The html window provides users the 

choice of either downloading the report to an Excel document or CSV text file.  

Click the HTML  link.  

5.  You may get a security message asking you if you want to open the new window.  

If you receive this message, click yes.  
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Step Action 

6.   A new window opens on your screen. Users may download the report into an 

Excel Spreadsheet or into a CSV Text file. Use the method that works best for 

you. 

This example will demonstrate opening the report using the CSV text file.  

 

Click the CSV Text File link.   

7.  Please notice the number of returned rows is displayed above the results on 

the right hand side of the window.  In this example, four rows of 

information were returned. 

 

 
 

 

Step Action 

8.   Click the Open to open the CSV text file. Users may also save the file by clicking 

the Save button. 
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Step Action 

9.   The report will then open into a CSV Text File document.  To close the report, 

click X in the upper right hand corner of the window. 

 

Step Action 

10.   Users also have the option of running the query using the Run to Excel link. This 

will run the query straight to excel without giving the user an option of the CSV 

text file. A new window will open once this link is clicked.   

11.  Users must have all pop-ups disabled in order to download the query into an Excel 

document.   

 

* Please Note:  If you are using XP, have all pop-ups disabled and are still having 

trouble using the Run to Excel link, try the following: hold down the CRTL key 

on your keyboard while clicking the Excel link. This should open a new window 

on your computer.  

 

 

   

 

Step Action 

12.   A new window opens on your screen.  A message asks the user whether they 

would like to open or save the file.   

13.  The Excel document is displayed below. Notice that Cell B1 displays a number. 

This number identifies how many rows of information were returned in the query. 

Cell A1 displays the Queryôs Description field that was established by the user. 
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Step Action 

14.   Users may also run a query from inside the query itself.  Click Edit  to open the 

existing query.  

 

 
 

Step Action 

15.   Click the Run Tab.   The query results will populate within the Run Tab.   

16.  From this page, users can click the Download to Excel link to download the 

query results into an Excel document.  

17.  Users must have all pop-ups disabled in order to download the query into an Excel 

document.   

 

* Please Note:  If you are using XP, have all pop-ups disabled and are still having 

trouble using the Download to Excel link, try the following: hold down the CRTL 

and ALT keys on your keyboard while clicking the Excel link. This should open a 

new window on your computer. 
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Step Action 

18.   If you have difficulty downloading to Excel and must try again, be sure to click 

Rerun Query before clicking Download to Excel.   The query results will populate 

within the Run Tab.   
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How to Modify an Existing Query: 
 

This lesson demonstrates how to make the following modifications to a query: 

 

1) Edit how fields appear in the final output report; Sort the output results by field name,  

     change the field column order, and customize the column heading text 

2) Add a field to the query output results 

3) Delete a field from the query output results 

4) Modify a criterion 

Search for and Edit a Public Query: 

 

Step Action 

1.  Search for the public query you wish to modify.  Enter the query name (or part of 

the query name) into the Search By field.  Then click the Search button.  

 

*For detailed instructions on searching for queries, see lesson ñSearch For an 

Existing Queryôs.ò 

2.   Click the Edit Field Properties link to open and edit the query.  

 

Resave the Public Query: 

 

Step Action 

1.   We require users to resave public queries BEFORE modifying a query.  After the 

public query is resaved appropriately, modifications can be made.  

Click the Save As link.    
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Step Action 

2.  The tabs found at the top of the page are how users navigate through the Query 

tool.  Most query users will use the following tabs most frequently; Records, 

Query, Prompts, Fields, Criteria and Run. 

 

 
Step Action 

3.   Enter the new query name into the Query field. Follow the HRIS naming 

conventions. Type your initials then a brief description of the query. Use 

underscores in place of spaces. 

4.   Enter the modification date into the Description field.  

5.   Click the OK  button to save the query as your own. Now that the query is saved 

with your initials, you are able to make modifications as desired. 

6.  Users may save the query into a customized folder.  Enter a folder name into the 

Folder field if you would like to save the query in a customized folder. 

7.  Always leave the Query Type set to User. 

8.  Use the Owner dropdown to indicate whether you would like the query saved as 

public or private.  
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Modifying the Fields of an Existing Query 

Fields Tab:  Sort Output Results  

 

The Fields tab shows which fields will be displayed in the final output report. Users have the 

ability to customize how the fields appear in the output report. 

 

Step Action 

9.  We would like to modify the query so it is sorted alphabetically by name.  

To do this, click the Reorder/ Sort button.   

 

 

 

Step Action 

1.   On the Name field row, enter a 1 into the New Order By field. This tells the 

system that you would like the output results primarily sorted by name. Query 

allows users to apply a secondarily sort by entering a 2, third sort by entering a 3, 

and so forth.  

2.   For Descending, check the Order by Descending Box. If nothing is chosen, Query 

will automatically sort ascending.  

3.   
Click the OK  button to apply the sorting change.  
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Fields Tab:  Change Column Order  

 

Step Action 

1.   To change the column order of the fields, click the Reorder/ Sort button. 

 

 

Step Action 

2.   We would like the field Name to be displayed as the first column instead of the 

second. Change the column order to reflect this desired change. Enter a 1 into the 

New Column field next to name. 

3.   Edit the other field's column order as necessary. 

4.   Click the OK  button to apply the column order modifications. 
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Fields Tab:  Customize Column Heading Text  

 

Step Action 

1.   Users can customize the column Heading Text.   Change the Heading Text from 

"Group" to "PayGroup".   Click the Edit  button on the row for Paygroup. 

 

 

 

Step Action 

2.   Change the text from ñGroupò to "PayGroup" in the Heading Text field. 

3.   Click the Text radio button option. Choosing this option tells the system that you 

want the customized text to be displayed in the final output report.   

4.   Click the OK  button to apply the modifications. 
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Add a Field to Output Results: 

 

Step Action 

1.   Next, we would like to add the field "Original Hire Date" to the output results.  

To do this, click the Query tab.   

   

 
 

Step Action 

2.  Remember, the Query Tab displays the table(s) that has been added to the query. 

3.   We know that the field "Original Hire Date" is contained within the 

NW_EMPLOYEES table. To view the fields contained within a table, click the 

folder icon to expand the table.  

 

 

 
 

 

Step Action 

4.   To add a field to the output results click the checkbox next to the field. Any field 

with a selected checkbox will appear on the Fields tab.  In this example, click the 

checkbox next to the "Original Hire Date" field. 
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Delete a Field from Output Results: 

 

Step Action 

5.   Click the Fields tab to view the selected fields.   

6.   Notice that the Original Hire Date is now on the Fields page. Newly selected 

fields will appear at the bottom of the page and will appear in the last column of 

the Excel report. 

7.   To delete a field from being displayed in the output report, click the minus button 

next to the appropriate field. 
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Modify a Criterion  of an Existing Query: 
 

Step Action 

1.   Now that we are finished modifying our field selection, let's modify a criterion. 

Click the Criteria  tab. 

2.   Currently, the query is pulling employees whose: 

- Position types are equal to STF (Staff) 

- Paygroups equal to MON (monthly) 

- Email Addresses that are equal to CAMP (Campus).  

 

The query will only pull active employees because the information is coming from 

the NW_EMPLOYEES table.  

 

In a summarized statement, the query is pulling "All active/leave exempt 

staff who are in the departments I have access to."  

3.   Let's say that we do not want to pull Exempt staff and instead would like to pull 

non-exempt staff whose pay group is equal to biweekly (BIR). By changing the 

pay group to BIR, only bi-weekly paid staff employees will be included in the 

query output results. 

 

To do this, click the Edit  button to modify the Pay Group criterion.   

 

Currently, this criterion is pulling people whose information matches the 

following statement; Where the Pay Group is equal to MON.  
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Step Action 

4.   Change the Constant from "MON" to "BIR." 

5.   Click the OK  button to apply the criterion modification. 

 

 

 
 

Understanding HRIS Data and How it Relates to Query: 

 

A user might ask: Does it matter how I enter the constant when writing a criterion?  Is the field 

case-sensitive?  The answer is YES!  Users must enter the values as they are stored in HRIS. The 

biweekly pay group is stored in HRIS as "BIR". It must be entered like so or you will get 

inaccurate results.  

 

As a beginning query user, it is sometimes helpful to display the information as a selected field 

before establishing it as a criterion. This way a user can see how the data is stored by viewing the 

displayed field. After that, the user can then establish the criterion correctly. It is also helpful to 

pay attention to how the panels and fields of information look in HRIS so users are aware of how 

data is stored in the system. Referring to the HRIS Lookup Manual is another great way to review 

HRIS panels and fields of data.  

 

Select Distinct, Save and Run the Query: 

 

Step Action 

6.   Make sure that the query is distinct. The distinct feature prevents duplicate rows 

appearing in the output results. To do this, click the Properties link.   

7.   Click the Save link to save the modifications made to the query. 

 

8.   Click the Run tab to view your final output results. 
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Add a Query to the My Favorites Folder 
 

Users have the ability to add frequently used queries to a My Favorite Queries folder.  

 

Step Action 

1.   Click the check box next to the query you would like to add to the My Favorites 

list. 

 

* Please note: Users may simultaneously select multiple queries to add to the My 

Favorites list. Click the check boxes next to the queries you would like to add. 

2.   Click the Action dropdown box and select the Add to Favorites option. 

3.   Click the Go button to apply the Add to Favorites add to the selected query. 

  

 

 

 
 

 

 

 

 

 

 

 

 

 

 


